July 13;

Director,
‘P&R Division (@
Titie Day,

DG§-580- 1 DEPARTMENT OF GENERAL SERVYICES SCHEDULCT
rREV. W7 Records Management Divislon f§b9ﬁ8
. - . PACE ]
| RECORDS RETENTION AMD DISPOSAL SOHEDULE "
Department of Public Safety and Correctional Services - Maryland State Police DPSCS-MSP
AQGENCY OivIsSICON
Atem
No.’ Daacription Retention
This Schedule Amends 1209, items 16-0, 16-1
FIS CHECK ACCOUNTABILITY LOG '
6-0" ’
Contains original copy of MSP Form 207 listing all Installation copy retained
prenumbered MSP Form 208's received and issued. for 3 years, then destroy.
Finance Section cooy
retained for 3 years and
until audited, then
destroy.
FIS | CHECK ACCOUNTABILITY E‘Of’M
6-1 _ .
Contains validated bank deposit slip with copies of Installation copy retained
. : corresponding MSP Form 208's and discrepancy for 1 year, then destroy.
reconcilliation reports attached. ' Record copy maintained by
Finance Section.
Finance Section copy
retained for 3 years and
until audited, then
destroy.
Schaayla Npr:v-d vy Deoportment, | Schedule Authorzed b ) -
. Agenoy, ot Olvision Reprevsentative ’ " Hall of Recards Commisslon




INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 275

_iIDEHUHMEnVAauCY

Maryland State Police

Agency Records

PAGE _1 oF 2
(DGS 550-1) JESSUP, MARYLAND 20794
2. DIVISION 3. oWNIT

GRO RE £ CORD NORMAL LED
| DEFINITION-RECORD SERIES- A UP OF RELATED R s Ly i
RKFERENCE ’ﬂ WELL AS RETENTION ANDO DISPOS

4. RECORD SERIES TITLE
i+ Check Accountability Log

ITION PURPOSES

AND USED AS A UNIT FOR

5. EARL]EST YEAR/LATEST YEAR
1992 o .

IN THE SERIES.

BRIKFLY DEBCRIBE THE TYPKE OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
6. RECORD SERIES DESCRIPTION ( / /
INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFIES)

¥O LETTER SizE O MICROFILM

0 LEGAL SIZE O COMPUTER TAPE

BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

0 ALPHAEBETICAL
0 NUMERICAL

L CHRONOLOG I CAL,

FIS 6-0
Contains original copy of MSP Form 207 listing all pPRenumbered
MSP Form 208's received and issued.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME

X¥ FILE DRAWER(S)
O MICROFILM REEL(S)
O coMPUTER TAPE(S)

NOMBER [ OTHER(SPECIFY)

0 GEOGRAPHICAL

8 OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
X% FILE DRAWER(S)
O MICROFILM REEL(S)
RUKBER U COMPUTER TAPE(S)

a anauuszscuaq__ﬁ___

FILE 1S USED 12. FgLE BECOMES INACTIVE AFTER ;
a] YEAR(S :
F— XX palLy O WEEKLY U MONTHLY R MCNTH( S ) p:2 ¢ (s)
| 13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
MSP Installations and Finance Section é';.i;‘;é(:;"‘" #aENEY on orrick)
-15. ACCESS RESTRICTIONS g ves ¥Kno 16. AUDIT REQUIREMENTS

(1" ves,

ci1TE LAW(8) & rRESULATION(S)

XX NoNE O STATE U FEDERAL

0 INDEPENDENT

17.

O vyEs Y8 NoO

IS AN INDEX SYSTEM USED? (1r vES.E>PLAIN
BRIEFLY AKND DESCRIBE ANY HARDBARE/SOFT"ARE)

18.

Three (3)

At Finance

RECOMMENDED RETENT ION

Years, then destroy, at
installations

Section retain three

years and until audited, then
~destroy.
‘.N.AME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Thomas L. Vondersmith, Jr 653-4253 July 13, 1992

DGS 550-4 (REVISED 2/87)




INSTRUCSTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥ OR

REVISED RECORD SERIES. FORWARD
¥W1TH RECORDS RETENT ION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 OF 2

~g'>EH“"“ﬂ“7AGUK” 2. DIVISION
aryland State Police Agency Records

3. UNIT

A GRO [} RELATED RECORDE NORMALLY FILED AND USED AS A UNI!IT PFOR
DEFINITION-RECORD SERIES - up or T
REFERENCE /8 WELL AS RETENTION AND DISPOS]ITION PURPOSER

=

4. RECORD SERIES TITLE
'+ Check Accountability Form

5. EARLIEST YEAR/LATEST YEAR
1992 o

6.
1IN THE SERIES.

FIS 6-1

ks © o [ ] DOoC N FORMS FOUND
RECORD SERIES DESCRIPTION (BRIRFLY DESBCRIBE THE TYP F INFORMATION/ UM TS/

INCLUDR THE PURPOSBE OR FUNCTION OF THE SER1ES )

Contains validated bank deposit slip with copies of corresponding
MSP Form 208's and discrepancy reconcilliation reports attached.

X LETTER S1ZE 0O MICROFILM

0 LEGAL SI1ZE 0O COMFUTER TAPE
qlfmxm BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

O ALPHAEBETICAL

0 NUMERICAL

XX CHRONOLOG I CAL,
0 GEOGRAPHICAL

D OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
¥XFILE DRAWER(S)]
1 O MICROFILM REEL(S)
RUKEER O COMPUTER TAPE(S)

0 QTHER(SPECIEY)

FILE IS USED
§ﬁ DAILY

| 11.
{

0 WEEKLY 0O MONTHLY

12. pFILE BECOMES INACTIVE AFTER
3 0 MONTH(S) XR YEAR(S)

RUNEEN

i
}
{13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

MSP Installations and Finance Section

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, speciry raenNcy or orrice)
QO YES @yNO

i5. ACCESS RESTRICT:ONS 8 YEs & NO
{1r ves, ciTE LAW({S8) & rREGULATION|S)

16, AUDIT REQUIREMENTS

XX NONE O STATE 0O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1p veS.=»PLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/BOFTWARE)

O YEsS ¥X¥ NO

18. RECOMMENDED FETEN!:ION

Three (3) Years and until audited,
then destroy in Finance Sec.

At installations, retain one (1)
year, then destroy ‘

7 e

‘.NA.ME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE

Thomas L. Vondersmith, Jr 653-4253

July 13, 1992

DGS 350-4 (REVISED 2/87)




